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Those who are already familiar with PRISM and have entered applications
previously may want to go directly to X111 Quick Steps.

What is PRISM

PRISM is an automated tool for applicants to submit applications to the SRFB via the Internet.
This tool can also be used to view other applications and to monitor funded projects.

PRISM has an extensive amount of security built into the system. While PRISM is accessible to
anyone to review data, only individuals from applying organization can add, modify, or delete
data for their application, and this is limited to certain periods of the application.

Do not worry about making mistakes. PRISM security will not allow you to do anything
destructive or enter inappropriate data. Any mistakes in entering can be fixed at a later time.

Training will be provided to applicants and lead entities at the application workshops. If you
have any problems entering data, first call your Grant Manager. If they are not available, go to
the operator or call (360) 902-3000. Staff can help you enter an application over the telephone.
They have the ability to view the same data you are viewing.

When you begin entering your application, we recommend (at least for your first application)
you have much of the information prepared before you start entering your application. Blank
application forms can be found on the SRFB Documents webpage
http://www.iac.wa.gov/srfb/docs.html. However, if you don’'t have all the data, don’'t worry,
you can finish entering it at a later time.

The minimum requirements for running PRISM on your computer are:
e Connection to an ISP

e If you are behind a firewall, TCP Port 1433 must be open for outbound traffic
e 28.8k Modem (56k is preferable)

e 35 MEG hard disk space

e 16 MEG of RAM (32 is preferable)

e Pentium Class Processor AND one of these operating systems: Windows 95,
Windows 98, Windows NT, Windows 2000, Windows ME, or Windows XP
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PRISM Access

PRISM is a client-server application that is accessed via the Internet. To get started, a user must
download the free client software and install in on their computer. If you will be entering an
application, you will need to obtain a logon ID and password as well. Both the software and
logon requests are available at the IAC website.

Download software: Go to http://www.iac.wa.gov/oiac/prism/regs.htm and follow the
instructions for downloading the PRISM installation program (prisminst.exe). Once you
have downloaded the program, double-click on it to begin the installation wizard. We
recommend that you close all other programs on your machine before clicking the Next
button on the first wizard screen. Once the setup is complete, you can accept the default
to restart your computer or you can choose to restart your computer later. Click the
Finish key. Once your computer restarts, the setup is complete.

If you experience any difficulties downloading or installing, contact Bob Euliss or Karen
McDonald at (360) 902-3000 for help.

Logon Request: IAC website http://www.iac.wa.gov/oiac/prism/access.htm has an on-
line request for a logon and password. If you prefer, you can submit a paper request
(See Appendix A). You need a logon if you are going to be entering data. Read-only
access does not require a logon ID.
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I1l1. Signing on to PRISM

To start PRISM, go to the Start Menu->Programs—>PRISM and click on the PRISM icon. For
Read Only Access, a logon ID is not required. Just click the Connect button with the Read Only

checkbox checked as shown below:

|v Read Only [Login ID not required]i Connect I
Login ID: I ﬂl

Password: I Options >3 |

If you will be entering an application, you will need to uncheck the checkbox and enter your
assigned Login ID and Password. The Logon determines the level of security for a user and
what screens and fields a user can access.

I~ Read Only [Login ID not required]
Login 1D: || Cancel |

Password: I Options >» |

After the Login screen has been completed, click the Connect button to connect to PRISM.

If you experience any difficulties connecting to PRISM, contact Bob Euliss or Karen McDonald at

(360) 902-3000 for help.

The PRISM Broadcast Message screen will display, welcoming you to the PRISM program. This
screen is changed periodically to provide updated information to users.

PRISM Broadcast Message

WELCOME TO PRISM =

February 4, 2004

Wie hope you are entering your Letter of Intent or |AC Grant
Applications successfully in PRISK. Please be aware of the
following deadlines:

IAC Letter of Intent Deadlines:

Feb 2 - BIG, LWCF, NRTP
March 1 - ALEA, BFP, WWRP
Sept 1 NOVA

L =l

Click OK to close the Broadcast Message Screen.
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If you have opted for Read Only access or if this is the first time you are logging into PRISM, the
Getting Started help file will be displayed.

<& PRISM

=10l
File Edit Bookmark Options Help
Help lnpicsl Back | Print | << | > |
Getting Started With PRISM ﬂ
PRISM iz & way to apply for grant funds, update project files, and check on project status, and it can be done

on-ing. Once you have tried PRISM, we hope you will find that it makes applying for funds and reviesing project
infarmation taster and easier

Getting around in PRISM

The first screen you seg is the Browser screen The purpose of this screen is to help to locate & project. If
. . [ Mew Application |
wou are applying for & new project, select the gt the hottom left portion of the screen.
Locating a project
On the top portion of the screen is the Project Selection Criteria. You can type in the criteria in the tog biue line and

projects meeting that criteria will appear in the lower section. Lsing your mouse, click on the project of interest in
the lowver display. Then select the from the button bar the screens that contain information of interest

=

A user can access this help at anytime by selecting the icon located at the bottom

left side of the screen. This help is focused on assisting users to navigate the Browser and enter
a new application.
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V.

PRISM Help

In addition to the Getting Started help that you can access from the Browser, there are three
additional ways to access the help features:

e Field level Help. Field level help is available throughout the system. Click on a field, then

select F1. This help will tell you about the field, how to complete the field, and the type
of information is being requested.

e Obtaining Software Support. This help displays a telephone number to contact if the user
is having difficulties using PRISM.

e Main Menu Help. This help is accessed by clicking the Help menu item . Selecting
Help brings up the following options.

Using Help...
PRISM Help Topics...
Obkaining Software Support. ..

About PRISM

Using Help describes the two ways of using Help.

Using Help

i m]p

File Edit Bookmark GOptions Help

Help Iopi:sl Back | Erint | €< | >» |

Using Help

There are two ways to use the an-line help.
1. You can use the field by field help, by placing your cursar in the field of interest and hitting F1.

2 Using the help menu, labeled "PRISM Help Topics". Under this menu item, you select by Cantents, Index, or Find.

Once you are finished with help for this field, you have two options.

1. You can close the help windaw by clicking on the "X" | in the upper right comer of the window or by pressing the Escape
key

2. Youcan click anywhere in the PRISM screen. This will put the help window in the background and make it appear a bit
guicker the next time you regquest help on a field in PRISM
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PRISM Help Topics brings up the option for Index or Find. The Index permits a user to
type in a topic and then select the appropriate help item.

PRISM Help Topics - Index

Help Topics: PRISM 21

Index |Find |

1 Twpe the first few letters of the word you're looking for.
I

2 LClick the index entry you want, and then click Display.

Acquired

Acquistion

Acreage

Acres

Address

Adrmin

Adrnin Cost Estimate
Answers

Application

Approval

Average

Average Hours of Public Uze
Billing

Biling Address

Billing City/T avan

Biling Name =l

Display I Erint... | Cancel |

The Find tab permits a user to search for a specific word or phrase.

PRISM Help Topics — Find

Find enables you ta search for specific words and
phrases in help topics, instead of searching for
infarmation by categary.

Before you can use Find, Windows rust first create a list
[or database). which containg every word from your help
filelz].

To create this list now click Next.

& Minimize databaze size [recommended}

" Magimize search capabiliiies

" Customize search capabilties

< Bach I Mext » I Cancel

REMEMBER — YOU ARE NOT ALONE IN ENTERING AN APPLICATION IN
PRISM. YOUR GRANT MANAGER AND OTHER SRFB STAFF ARE
AVAILABLE TO ASSIST YOU EVERY STEP OF THE WAY.
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V. Locating a project

The first screen displayed after completing the login process is the Project Browser. This screen
is used to list and locate specific projects based on selection criteria. The Browser shows basic
information for each project: 1AC project number, sponsor, project name, program funding
source, assigned IAC/SRFB Grant Manager, and status. The Browser is designed to display
project information. No data is entered on this screen.

Project Browser

4 (prismprod) PRISM - Project WorkBench - [Project Browser] _ =]
@k File Reports Window Help = x|
[EYLH [EIELI=] [alAlal
Project Selection Criteria 5
I ¥ Automatic R.e—quely 9} Refresh
M anaging Agency: I\AC 'I Funding Board: | <&ll> 'I & S Detel]
¥ Include related organization projects
> [ Proi# [Tupe] Spansor [ Project | Program [ #anager | Status
- Active x
Projects Meeting Criteria  [Click on project below, then click on toolbar button above: ]
Froi# [ Tupe] Sponsar | Froject | Frogram [ #anager [ Statws d
00-1599 M| Fish & Wildite Dept of Riuerfront Park Boat Launch improve | BFP-STATE e Active
00-1537 O Kligkitat Port of Bingen Marina Development Project | BFF-LOCAL KammE Aotive
00-1534 M USFS WHF LeavenworthiLk Wh Trail Maintenance-South MNRTF-GENER Seotl Active
00-1553 |1 |USFS WHF LeavenworthiLk Wi Trail Maintenance-Marth of Huy 2| NRTP-GENER SeotC Active
00-1590 |0 | Matural Resources Deptof  Walker Valley Jeep Tral Extenzion | MOWA-ORY SeotC Active
o0-1583 O Richland City of Harn Rapids ORY Project MNOYA-DRY Margs Aotive
00-1587 N Thurston County Parks & Rec  ORY Sports Park Planning Project  NOYA-DRY Seotl Active
00-1586 |C | Milton City of IMiltan Interurban Trail WWRP-ORA-TR KysE Active =
00-1530 O Colville City of Calville Swimming Pool WWRP-ORA-LF MyraE Aotive
00-157% O Pasco Parks & Rec Dept Pasco Softball Complex Lighting WWRP-ORA-LF Margs Active
00-1574 |C | Mapawine City of Napavine City Park WWRP-ORA-LP KammE | Active
00-1571 O Hazel Dell Little League H.E.Fuller Park Sports Comples AF-MAINT KammE Aotive
00-1570 |0 Harmony Sports Association | Harmony Sports Comples Froject #1 | Y AF-MAINT KammE | Active
00-1563 |0 | Goldendale City of E'kone Park Field Renovation TAF-RAINT KammE | Active
o0-1562 | C Allyn Prart of W aterfrant Acquisition, Allyn WWRP-ORA-WA KammE Aotive
00-1556 O Bellingham Parks & Rec Oept  Railroad TrailtAlsbama St Overpass | WWRP-ORA-TR Darr) Active -
Getting Started I [ New &pplication I Total Projects| 957 of 957 & Fiint | ﬂ_ﬁ- Clase |
[ Currier Crk/EWE Canal Intersection | Ellensbura Water Company [02-1480 Rl

The Browser is used to find a specific project by entering data on the blue line. Data that can be
provided is the SRFB project number, sponsor name, or project name. In addition, selecting
information in the dropdown boxes under program, SRFB Grant Manager, or status will further
define the list of projects. The more information provided on the blue line, the narrower the

search and the fewer projects will be displayed on the bottom portion of the screen. To display
your selection, select the Refresh i button on the top right portion of the screen.

Once you have located the project you wish to review or edit, click on the data line. It will put a
dark box around it. You can verify the correct project is selected by viewing the Status Line
along the bottom of the screen. To review or edit application data, select the Application Data

Icon E located at the top of the screen. Then move through the tabs. For further instructions,
see the next section on adding an application.

The Print button, located at the bottom right of the screen is used to print the data
displayed on the screen. This report is called the Browser Report.

The Close button is used to close the Browser. To reactivate the Browser, select the
Browser button .
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VI.

Starting an Application

Select the New Application button | 3 Hew Appiication | located on the left bottom portion of the

browser screen. This is used to add a new application that has not been entered into PRISM
before. If you started a project and wish to update it, refer to the previous section on how to
locate a project.

An applicant can input some data in PRISM, then save. Later they can return to the application
and enter additional information. Application data does not have to be entered all in one
session. While an applicant can only enter one application at a time, multiple applications can be
at various stages of entry at one time.

Tab 1 Basic Datais the first screen that will appear. You will notice that only Tabs 1 and 2 are
activated. They must be completed and SAVED before a project number is assigned and any
other screens are available for data entry.

4 (prismdev) PRISM - Project WorkBench - [Application Data] =10l x|
50 Flz Reports Window Help =lalxl|
] [€] &4 = @2 = [AJAIA]
7 Land Char Tﬁ Questionnaire ‘[g Lacation TWQ FPermits TH Mot Applicable TWZ |AC Oy
1. Basic Data Tg Description TQ Funding Regusest Tﬂ Acq Info TE MNon-Acg Info Tﬁ teasurements
GENERAL
Project Number l:l Funding Program -
PrajectName | =3 ProjeciType| ]
SPONSOR
8 0[B|%
Sponsor [ Fuiney ] sooreor# |
ajD|B|%
Contact Type Phane Number(s) ;
[ New [ save K Delete | A Submit | S Pint [l Dhose:
[ \ \ | 4

Project Number: A project number is assigned by PRISM once the screen has been saved.

Project Name: Type in a project name. Try to use a unique name that is descriptive of the
project.

Funding Program. The funding program is selected from a dropdown box. The dropdown box
will display a list of programs currently accepting applications for the IAC and SRFB. Select
Salmon State Projects.

Project Types. The project Type is selected from a dropdown box eligible for SRFB salmon
projects. The user will have an option of:
e Acquisition (A)
Combined (Acquisition and Restoration) (C)
Non-Capital (Assessments and Studies) (N)
Planning/Acquisition (Acquisition and Planning) (P)
Restoration (R)

Page 8



Sponsor # and Sponsor Region: These optional text fields are for an applicant to use to identify

their internal number and region. This allows an applicant to cross-reference a SRFB project

with their own number.

Sponsor. Select the Find button El located to the right of the Sponsor block to bring up the
Organization Search selection box. The user must select either an organization or a person

(private landowner) for the project. The screen defaults to the Organization and, in almost all
cases, is the appropriate selection.

Organization Search Pop-up

1 Organization,/Person Search

NOTE

x|

To initiate & search, select Organization or Person Search.
Eeqgin entering the organization name or person's last name in
the field below. Once the desired name appears in the list,
zelect it by clicking on it or press the CLOSE button to Cancel.

* Organization Search

" Perzon Search

[fisk|

Fizh & Wildlife Dept of
Fizh First

Fisher Properties Inc
Fizheries Fenewal BC
Fizhermans Cove Fesort
Fishtrap Lake Resort

Cloze |

Organization/Person, Tab 1

1 Organization

2 OrgrPlan Eligibility | 3 OrgAC Info

4. Org-Compliance | 5 Person

-olx|
Tﬁ Person-AC Info ]

Or Billing Inf
Org. Type [{Huy Name ‘Fish First ‘
Name [Fish Fist | | Address PogeTzr =]
Address [P Box 127 Il
test j P
City/Town [precy | || CityfToun Ambay ‘
State Zip [p8601 State Zip 3860
P |
5) Last Name First Name Title =
=1 | | |Dryland Richard Hydrologist/Red
Filio l LI o DuPuis Dan Mutrient Enhanc
(360) 225-2156 Phone-work |
2501 2255651 Far-wok Kaeding Jack Executive Direct]
S il = Malinowski James H Hahitst General
Email Address |[aeding@telepar com EI Sivansan Dean Project Coording
Web Site URL W_ébl =
[ Hew | [ save | ¥ Delete | 0, Find | ﬂ_& Close |

To use the search box, start typing the organization or person name and after two characters, a
list will display. Click on the organization or person name, and the record will be retrieved and
posted to the Application Data, Tab 1 Basic Data screen.

5|

SPONSOR
D| |
S ponzar | Prirnary
Fizh First s

Skagit W aterzhed Council LE

The applicant (sponsor) should be designated as “Primary.” The lead entity for the project
should be selected, but not as the Primary, unless the lead entity is the applicant. The “Primary“
designation can be changed by clicking in the “Primary“ box. The “X” will move to the box

clicked in.

Any organization listed in the Sponsor box has the ability to change and modify the data when
the project is in pre-application and application submitted status. Once the project is moved to
application complete, only SRFB staff have the ability to change data.

Page 9



The user can verify the organization data is accurate by double clicking on the organization
name or selecting the Edit button.

The user may correct any information that is incorrect. When the edits are complete the user
I Save

. [
must click on the Save and [L = | buttons located at the bottom of the screen.
This will return the user to the basic application screen.

Contact. Select the Find button EI located to the right of the Contact block to bring up the
Contact Person Search.

Contact Search Organization/Person Tab 5, Person
 Contact Search x| =I0lx|
NOTE 1 Organization 2 Org-Plan Eligikility | 3 Org-lAC Info 4. Org-Compliance | 5 Person I b Person-IAC Info
Locate the desired Contact name in the list select it by clicking Title |hr. ~| First Name ‘Deaﬂ ‘ Last Name ‘SW&HSDH ‘
on it or press the CLOSE button. -
-Mailing Address E
Address [123 15t 5t = =
. L Fhone | Type =
Contacts in Sponsor Organization (3607 2631212 Phone -work
Dryland, Richard (Fish First) =
DuPuis, Dan (Fish First) a Batle Ground
Kaeding, Jack (Fish First) City/Town | |
Malinawski, James H (Fish First] State Zip =
Swanson, Dean (Fish First)
Email Address || ‘ ==
rOther Address
Address | Organizations a2
s | Qrg Name | Joh Title =
. Fish First Project Coordinatar
City/Town | |
"%" denotes organizations used on envelopes and labels
Close [ New | & Save | WK Delete | O, Find | ﬂ" Close

If the contact exists, click on the name, and the record will be retrieved and posted to the
Application Data screen. The Person record can be edited by double clicking on the Contact

name or selecting the Edit button. When the edits are complete, the user must click on the
* Cl o
Save and Close M buttons located at the bottom of the screen. This will

return the user to the basic application screen.

If the search yields no matches, then select the Add button. A blank person screen will be
available for data entry. If you have a logon and you are selecting yourself, you are in
the system. Do not add yourself — use the find process.

Contact Tvpe
h alinaweski, James H E naineersdrchitect
Salormon, Shirley Lead Entity Contact
Swanzon, Dean Project kManager

Select the appropriate contact type in the dropdown box for each contact. Each application must
have one, and only one, Project Manager. The Project Manager is the individual SRFB staff will
be contacting for information about the project and will be the recipient of the majority of
correspondence.
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To delete text, select the row to be deleted and click on the EI button. Text to be deleted will
change to italics and will be deleted after the @ button is pressed. If you change your

mind and want to keep the text, simply click on the ﬁl button again before pressing
I Save |

4 (prismdev) PRISM - Project WorkBench - [Application Data]

=o|x|
5B Fle Reports Window Help == x|
ol DDPE @E@ @AAQ
2 Land Char Tﬁ Questionnaire Tg Location T‘\Q Permits T‘H Sa\mnn\ﬂfnrmﬁhTTZ IAC Only
1. Basic Data Tg Description TQ Funding Reques(Tﬂ A Info T§ MNorn-Act Info TQ Measurements
GENERAL
Project Mumber Funding Program |Salmon State Prajects -
ProjectName  [Csdar Rapics Floodplain & Praject Typa | Combined -
SPONSOR
ADjB|%
Sponsar | Primary | = Sponsar# :l
ajDjB|%
Contact Type Phone Number(s) =
Swansan, Dean Froject Manager (360) 263-1212 (Phone - work)
[l Mew & save ¥ Deleta | i Submit | & Print i Close
| Cedar Rapids Floodplain | Fish First [041030 e v

Once the first tab has been completed, click on Tab 2, Description. Do not save until the
Description tab has been completed.

i1
3B File Reports Window Help =] x|
EHLE @E AlAlAlA
9. Location 10. Permits 11. Mot Applicable T 12, 1AC Only

on; TQ. Funding HequestTﬂ. Acqg lnfo T§. MNan-deq Infa Tﬁ Measurements

GODAL & OBJECTIVE

IAC Goal

Objective

PROJECT DESCRIPTION

ENE

[51 Hew | n Save | P Delete - Submit |

S Print | [l Close

[ [
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Goal and Objective. Click on the button to bring up a list of Goals and Objectives.

Goal Select x|
NOTE
Highlight the Project Goal in the list that best describes what the project i supposed to do, then select an Objective.
GDALS
The goal of the project is to protect and connect isolsted hakitst to increase the range and distribution of salmon. =

The goal of the project is to protect and improve instream maorphology and habitat in salmon bearing streams
The goal of the project is to protect and reduce sedimert delivery to the stream from upland land uses

The goal of the project is to protect snd reduce sources of wild salmon mortslity caused by harvest activities.

OBJECTIVES

The objective of the project is to protect and incresse sccess to areas blocked by human-caused impediments. - |

The objective of the project is to protect and increasse sccess to side channels, oxbows, and other channels.

The objective of the project is to protect and increase access to tidelands and shorelines
-

Cancel |

Clicking on a Goal will bring up one or more possible Objectives. Select an Objective and then

select the ok button. This will return the user to the Description Tab.

Type in a Project Description (or paste from another file). The field allows up to 1500
characters. The description field can be formatted using the Bold il, Italic LI or Underline

il buttons. Additionally, the description field can be made larger by selectinhe Zoom
[[]
button. To verify the Description field spelling, select the Spell Check button

Select the @ button at the bottom of the Descriptions Screen. This will save the project
and assign a number.

If any data is missing the following message will display:

Save Project ﬂ

The Project Mame, Funding Program, Projeck Type and Sponsor
[Plus the Project Goal and Objective on Tab 2)
must be provided! Please ensure wou have entered them
correctly and save the Project again,

Complete the required fields, then select save again.

If all the data is complete, the following message will display:

PRISM Application Data x|
@ Your project has been saved in the PRISM database.
The project number is '04-1015

Select OF bo continue,
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For ease of finding your project in the future, write down the project number. Select the

4| button and it will activate additional screens for further data entry.

.....

Based on the type of project the user selected, different tabs will be activated. If the tab is
activated, you are required to complete some information on that tab.
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VII. Adding Financial Information

Tab 3 Funding Request. The third tab will now be open for inputting data.

Application Data, Tab 3 Funding Request

4 (prismdev) PRISM - Project WorkBench - [Application Data] |5 x|
M File Reports Window = x|

& SHEE [AJAJAJA]

F. Land Char 8. Questionnaire A Location 10. Permits 11. Salman Informat [ 12 |AC Onlp
1. Basic Data TZ. Description T L ¢ | 4 Acq lnfo T§ Mon-tieg Info TE. Measurements
FUNDING REQUEST PROJECT COST ESTIMATE
D vl . Information fram Tabs 4 [Acq Infa)
Funding Source | Amaunt I % and 5 [Mon-beq infa):
[Salman State Projects $0.00) 0%
— Acquisition Estimate
Sponsor Match _‘& 30,00
Categony [ fmount <]
;I Development/Restoration Estimate
$0.00
o Total Praject E stimate must match
hd = Project Funding total.
Sponsor Total | $0.00 0%
Total Project Estimate
Project Tatal $000 | 100% 40.00
[7] Mew I & save | P Delete I 4 Submit | &} Print | [L" Llose
[ Test Proiect [State Parks [041015 Eal

The IAC Funding Request located at the top of the screen needs to have the amount of funds
you are requesting from the SRFB for this application. Type the amount in the amount field.

I4C Funding Request
Funding Source [ Amnourt
Salmon State Projects $100,000.00

Under the Sponsor Match section, select from the dropdown box the type of match amounts
your organization will be providing and type in the amount for each type of match.

Sponzar katch 2':(")
Category | Lrnount 1=
Appropriation s Cazh $20.000.00
Dionated Labor $10,000.00
Grant - Federal $30.000.00

The Project Cost Estimate section on the right side of the screen is to reconcile amount needed
for this application and the amount entered into the cost estimate Tabs 4 and 5. Once the cost
estimates (Tabs 4 and 5) have been entered and saved, data will display on this screen .The
amounts shown must equal the amount requested. Since Tabs 4 and 5 have not yet been
completed, this section shows the Acquisition Estimate and Development/Restoration Estimates

as $0. Select @ and go to next Tab.
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Tab 4 Acquisition Infois available for all applications with acquisition elements (project types =
Acquisition, Combined, and Acquisition/Planning). The first screen is primarily a summary of
individual property information keyed into the Acquisition Property Detail Pop-up screen.
Individual properties entered in the Pop-up screen are displayed on the Acquisition Information
screen in a list format on the left portion of the screen along with acquisition cost items and
estimated amounts displayed on the right portion of the screen.

The only data field entered on this tab is the Administrative Cost field, located on the bottom
right portion of the screen. Administrative Cost should be entered on this screen for all
properties being purchased. Property costs will be captured on the pop-up property screen.
PRISM calculates the maximum Administrative Costs that are eligible and displays it at the
bottom left of the screen. At this stage, the maximum amount is $0, but after property
information has been enter, it will be updated.

Application Data, Tab 4 Acquisition Info

4 (prismdev) PRISM - Project WorkBench - [Application Data] =13
# File Reports MWindow Help — =] %]
Guied EEE=] [AJA]A)
e
7. Land Char B Questionnaiie | 9. Location 10. Permits 11. Salmon Informat | 12. IAC Ol
1 Basic Data 2 Description | 2 Funding Request | " Aeq Infa) & MNonfeqlnfo B Measurements
PROPERTY LIST PROJECT TOTALS
DB =
Aquisition Cost Item Est Amt
— ’ pert Applicable faxes 4100.00]—}
Cedar A apids &ppraizal and review 5,800.00
Closing 7.000.00
Demalition 3,000.00
Hazardous substances asse: 2.000.00
Land $300,000.00
Other 3100.00
Recording fees $2,500.00
Relocation $50,000.00
Survey $2,000.00
1| |Title reportsdinsuance $3,000.00| ~,
Property Totals | 5.00]  $380,000.00 SUbtotal 300,000, 0
Admin Amount Max Fooonnn  Admin % Max[ Bz Admin Cost E stimate
Tatal Acq Cost Estimate $399,000.00
FERe || &= save || PR | el S piin ||l Close |
| Cedar Rapids Floadplain | King County of | 021624 P A

Application Property Details Pop-up Screen is for entering detailed information regarding each

property to be purchased. Entry in the Pop-up occurs by selecting the Add button in the
Property List section. Type in the property name, anticipated date the land is to be acquired,
and expected number of acres in the appropriate fields. The Value Determination and Purchase
Type fields are selected from a dropdown boxes. The Acquisition Cost Items are selected from a
dropdown box and the amount estimated for each item must be entered.

Application Data, Tab 4 Property Details

: Property Details M=
PROPERTY DETAILS COST ESTIMATE DETAILS
Property Name _é
|Cedar Fapids | Aquisition Cost [bem | Est. &t =
A pplicable taves $100.00
Date to be Acquired Acreage Appraizal and review $8.800.00
Closing $7.00000
D emalition $3.000.00
Yalue D naki Hazardous substances assess $2.000.00
IEsUmale of Value LI Land $300.000.00
Other $100.00[—
Purchase Type Fecording fees $2.500.00
[Fe= ownership =l Relocation $50,000.00
Survey $2.000.00
Title reports/insurance $3.000.00
“wietland delinestion $1.500.00
[ $380,000.00
I Save | [+ Close
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Select SAVE. It will take you back to the Acquisition Information screen.

Users may enter multiple parcels. Also can edit previouslhentered projects by selecting the
property line to be edited, then selecting the Edit button .

Don’t forget to enter the Administration Costs eligible for this application on the Acquisition
Information screen. The system will have calculated for you the maximum amount of
administrative costs you can request, located on the bottom portion of the screen.

Adrmiin Amaount Mag t2 76000 AdminZMas) gy Adrmin Cost E stimate $0.00

Be sure to not exceed the Administrative Maximum Amount.

Select @ and go to next Tab.

Tab 5 Non-Acquisition Info is available for all applications with restoration and planning
elements (Project Type = Restoration and Combined); non-capital (assessments and studies),
and Planning/Acquisition (planning and acquisition).

Application Data, Tab 5 Non-Acquisition Info

4 {prismdev) PRISM - Project WorkBench =In]x|
O Reports  Window  Hep

nE O PP S0P |

=0l x

and 11 Sabmon |I|'(!II'IIl!|IT'|:'l AL Onby
1. Basic Dain ] 2. Description ] 3. Funding Fequest ] 4. Ay Ind Ti, MNon-Acq Info 'l B Menzurements

MOTE: Seroll right1o enter Description for each item below ﬁl ﬂ
| umt  Jouss] Unicost | Towicost |  Dese | =

=y Each 00| $AEB000| $7.700 00 Longlhwadih 176
zation  |Lump Sem | 1000 $3500.00 $2.500.00|Optional & i
ol [Lump s | 100] $1,30000] 1,300 00|Dscaibe

[ | 100] $3.80000] $3.600.00 Cesci

O |Lump sun | 100)  $ROB0.00|  $5.000 00 |Discribe | Disman
Frarmits Lump sum | 100 $1,000.00  41.000.00 Optional
Signage |Each | _200] $1.750.00) $3.500.00|Describe | Irerpretive pacalain an steal

4] | 3

Itarm Cost Sub Total 34800 00
Stabe and Local Sales Tax §1.250.00

Sub Total $38. 058 (0

ARE Cost Eslimate $10539.00]  Amount Mex $10E740 % Mes| 0%
el il il

$46.597.00
Methow Salmon Reconeny Found m-a7 R &

Tonal
Muthow/ Chiwuch Corfluenc

Data entry occurs by selecting a grid box under the Element heading and clicking on the
dropdown box. After selecting an Element, users must also select a corresponding Item from a
dropdown list. To complete a particular cost element, the quantity and total cost must be
manually entered. The unit is predefined.

For some items, a short description is required in the description field located to the far right of
the screen. Depending on the user’s column display, the far right column may not be displayed
and, therefore, must be tabbed or scrolled. When leaving a line, which requires a description, a
warning message will display if a required description was not entered.

If a large quantity or dollar amount will not fit within the column size, the column widths on this
screen can be adjusted. Using the mouse, click on the column header and pull to desired width.

The State and Local Sales Tax and A&E Cost Estimate are entered on the bottom portion of the
screen, if the field is not grayed out. The A&E Costs represent costs for the whole project, while
the other costs are captured at the element and item level. PRISM calculates the maximum
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A&E Costs approved based on the total project cost.

To verify the Description field spelling, select the Spell Check button . Select E

Now that you have entered the cost estimates (Tabs 4 and 5), you may view your funding
request and project cost estimate on Tab 3.

Application Data, Tab 3 Funding Request
-loix|

Ele Reports wWindow Help

EOPE BEE @A
S=TES]

1 Land Char 8 Ouestionnaire 5 Location 10. Permits 11 Salmon InlnrmahT]Z IAC Only
1 BasicData Tg Description ]j, Funding Requqi Aci Infa TE MNon-Ac Info TE Measurements
FUNDING REQUEST PROJECT COST ESTIMATE

1AC Funding P t
unding Regusst Intarmation from Tabs 4 (Ace Infi)

| Funding Source | Arnaunt % and § (Non-Acg infio)
|Sa\mum Stale Projects $424.000.00{ GE%

Acquisition Estimate

Sponsor Match % $393.000.00
Category | Amount | X

Apprapriation b, Cash $8,000.00 Planning Estimate

Force Acct- Labor $66.000.00 $100,000.00

IR Total Project Estimate must match

- Project Funding total
Sponsor Total [ §75,000.00 15%
Total Project Estimate
Project Tatal $459,000.00 100% $499,000.00

| Cedar Rapids Floodplain [King County of |D2-1624 [P Y
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VIII. Adding Project Specific Data

Tab 6 Measurements allows users to enter measurement data for their project. Applicants
respond to each question by entering the numerical data under Proposed Qty. By clicking on
the _Methods | putton, further explanation for each question will be given. In the Notes section
of the screen, a text box is available for respondents to give more information and is accessed

by clicking on the appropriate box in the Proposed Qty data field. The Up/Down Arrow keys are
used to move from question to question.

Application Data, Tab 6 Measurements

J_(privimdev) PRISM - Project workBench - [Applcation Datal =Iolx]
il fle Pepors Widow Hep =l=lx]

WE &E5 U5 SDPE BEE @Al

T Lond Char |2 Ouestionnaie |3 Locndon |10 Famis |11 Salmon Informe | 12 1AL Only |
1BuscOam |2 Descrption | 3 Funding lequest | 4 Acq ko JErenacain 6 Moasuremonts

MEASUREMENTS  (Riequired by MOAA Fisheries)

Length of s¥eam Miles
Lonith of ¢iesm mad: ibbe by earrigrs othes Miles
Langth of mads passage of sal ins bytha i Miles
Mumber of fish passage blockages removed or improved? Humber
[Poscant raring habitst apened up? Parcant
[Peecant spowning hditet opened up? Parcant

Motws (for the quantiy selected sbove)
[Eiot sudes of stream b be acquired

NOWA Figheries Gosl
Ean i
F

]

| | R | [ X0 Piam | Spo | Beow | |
R

[Prism Creek Acquisibon and Restcreton " [Skagt Figh Enkancement Group “[041024

Select ﬁl and go to next Tab.

Tab 8 Questionnaire allows users to respond to a series of questions. Applicants respond by
reading the highlighted questions located on the top portion of the screen and responding in the
text box located on the bottom portion of the screen. The Page Down/Up keys are used to move
from question to question.

Application Data, Tab 8 Questionnaire

4 (prismadev) PRISM - Project workBench - [Application Data) =lo)x=|
R Ee Rports Window  Hep =ielx|
wWE REE AEm BEE Em= [AlAA
1. Basic Data & Deseripion | 3 Funding Request |4 Acq info |5 Moracainte B Messuremants

1 Land Char 1 Ouestioanaire |3 Location |10 Pemits |11 Salmon Infoeme | 12 1AC Dinky

L Quastion. Respond Below

Taten [For oy i 5 anding Faquest o ha it Tho wn cithess | =
rant funds? Vhen and baw long will the grant lunds be svailabla 1o this project? J

2of20  |Descrbe the tpe of doneted labor (skiled and unsldled). donated eoupmaent. and donsted metorials that vil
be wsad tar this project identfied in Seckan § - Summary of Fundeg Fequest

Taf2l  Whettypo oty {Fadarol, Local Privete, Statn or Trbal)

dof20  Whatiz the curent Ind use of the site. and its histon? Describe nnd snim:

Use Pege-Up and Pege-Diown keys 1 move through he
Respond below when appropriate

Mo, Funds will be svadable 171/05 for three years.

(= P (s oo | @pe | | e |
[ Prisen Croek Aceisi ! |Skaqn Fish P [ot1024 c y

To verify the Responses field spelling, select the Spell Check button . Select ﬁl and
go to next Tab.
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Tab 9 Location captures geographic and political boundary information about the project
worksite(s). Applicants need to type in the driving directions and current landowner information.

To verify the Driving Directions field spelling, select the Spell Check button . SRFB staff will
enter the remainder of the field.

Application Data, Tab 9 Location

4 (prismdev) PRISM - Project WorkBench - [Application Data]

—|of
il FEle Reports Window Help == %]
&) (418 = @B = AlAA
——————~
1. BasicData TZ Description Tj Fundling Reques(Tﬂ Acg Info Tﬁ Man-Ac Info Tﬁ Measurements
7 Land Char Tg Quastionnaire Tg. Lacation ng Parmits TH Sa\mnn\nlnrmatlTTE IAC Only
PROJECT LOCATION
Driving Directions Current Landowners
[Take |5 to Exit 105 (Olympia). Go east far 2 miles and tum ﬂ City of Puckett ;l
left onto Hwy 246. Go 17 miles and turn right on Puckett PO Box 100
Foad. The project site is located atthe railroad crossing. Puckett Washington
- E
—Managing Agency Only
Wark Siteis) B~| D | 8| %
# | otk Site MName | County | Waterbock [ Fecreation/Habitat Area | =
Identify the general area of the project
(Mone) |2l
2 Hew & save ¥ Delete | 4 Submit | i S Print | [l Close
| Prism Creek Acquisition and Festoration | Skagit Fish Enhancement Group [041024 e v

Select ﬁl and go to next Tab.

7Tab 10 Permits. Select from the dropdown box the permits needed for your project. The issuing

organization data will appear when the permit type is selected. Add pertinent permit information
in the text box.

Application Data, Tab 10 Permits

4 (prismdev) PRISM - Project WorkBench - [Application Data]

=lojx]
5R Ele Reports Window Help == x|
[] (2] [ = @ Al = (Al AA
1. Basic Data Tg Description Tﬁ Funding RaquaslTﬂ Acg Infa TE Mon-Acg Info TE tMeasurements
Z.Land Char Tﬁ Questionnaire TE Location Tm, Permits TH Sa\mun\niurmaﬂTWE.\AC Only
PERMITS

%
Fermits and Reviews | Issuing Organization

Comments (include issue date, permit #]
JAquatic Lands Use Authorization Dept of Natural Resources

Cultural Assessment [Section 108] CTED-OAHF
Hydraulics Project Approval [HPA] Dipt of Fisha Wildlife

applied farin July. Permit nurber is 4471820

Btien [=ERS 0eeel | £ gt
|Prism Creek Acquisition and Restoration

Select ﬁl and go to next Tab.

S} Pint | [l Close
| Skagit Fish Enhancement Group |04-1024

[c] Z
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Tab 11 Salmon Information. Select the Salmonid Species Targeted and Habitat Factors
Addressed from the dropdown boxes and identify the Primary for each. The Species and Habitat
Factors Source has three text fields to report the Study Name, Author, and Publish Date for the
information used to identify targeted species and habitat factors addressed.

Application Data, Tab 11 Salmon Information
=& x|

il File Reports Window Help —l&] x|

B8 ¥ EELI= [AlAlA]A]

1. Basic Data 2 3. Funding Request | 4. Acq Info 5 Mon-dcq Info E. Measurements
7. Land Char Tﬁ. Questionnaire Tg. Location T‘IQ. Permits T 11. Salmon In[ml 12, 14C Only
et Vel Ly _2%_. Federal Status of Targeted Species
Salmonid Species Targeted | Primary | | Species | ‘wiork Site ESU[s] | ESA Status =
Chinnok i
Coha H
Fink, = =
1 - -
Al e _2%_. Sowrce |dentifying Species Targeted and Habitat Factors for Warksites _25')_-
Habitat Factors Addressed | Primary [ | Study Mame Authar Date =l
E stuarine and Mearzhore Habital 20 Mearzhore recovery D Wilkelri 1041042002
Floodplain Conditions i
Logs of Access to Spawning ane L1
_
g —
=
O ||
= bl -
e LU st | _Srin | Qo |
[Test Praiect [ State Parks [04-1015 Cal

The Federal Status of Target Species information will be filled in at a later date, once a SRFB
staff person enters the geographic information about your project. Select E
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IX. Submitting your project
I save

button. It will bring up the following box. Select Yes.

You have now completed all the fields required for your application. Select the

A Submit |

button. Next, select the

Submit Application x|

@ This will release application ko IAC, . Continue?

This will activate an edit check to ensure all fields are complete. If the data is complete, you will
receive the following message:

PRISM - Application Data |

@ Congratulations!

‘four project was successfully moved bo Application Submitted status,

If any errors are detected it will bring up the following box. Select Yes.

Incomplete Project Information ]

This project was found to be INCOMPLETE while attempting bo move it ko the ‘Gpplication
Submitted' skatus. This project cannot be moved ko the desired status until the missing
information is entered. Would vou like to view the Incomplete Project Information
Repork nows
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The following report will display information about what screens and fields you need to provide
additional information or corrections.

B 1Incproj -1al =l
M o AP S TR = | G | s V! 7al7
ﬂp
.-‘-__.- Incomplete Project Infarmation Repaort
Propaothamea: tert
Propct Humber: oe-1017
PropetTyps: Resto @t
noomplek Hem #1 E
loon: Appliatios Data
Boreen: Tab 5: How-Acq hifo
Flold Hams: Ekment
Iem

Idenifing Dat:

correoton Weeded: Heed i Kewtity at kastove ekemerttem from te vov-acqukition lettoryorrproject.
noomplak Hem 22 or
loan: Applkatios Da
Boreen: Tab3: Fandkg Request T
. . . Save S ubmit . . . . .
Fix the items listed, then s and A Subni | the project again. Continue doing this

process until your application passes all edits. Once application has moved to submitted status,

* [ o
select the Q¢ Qose button. This will return you to the Browser screen.
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Adding Attachments

Some materials and information on projects cannot be entered directly into PRISM. To help
applicants submit more data electronically, PRISM has an Attachments Module to permit users
to electronically submit information to the SRFB. Your connection speed must be close to 56k.
Do not try this with a 28.8k connection speed. It will not work.

Typical types of attachments include the Application Authorization, Evaluation Proposal, Maps
(general vicinity and worksite), Project Photos, Long-term Stewardship Plan, Project Partnership
Contribution Forms, Landowner Willingness Form, and any other materials you feel are pertinent
for SRFB staff and Technical Panel members for your application. This information will be
provided to the technical panel in an electronic format.

Documents that are not in a JPEG (photo) or PowerPoint format will be converted to a PDF file
(such as word processing or spreadsheet files). These documents will be stored in PRISM and
accessible by the applicant at all times. SRFB Grant Managers may at times also add documents
to an application. If you have any problems attaching the document, e-mail the file to your
SRFB Grant Manager. They will attach it for you. If you have a very slow Internet connection,
you may find this process faster.

The first step to add an attachment is to locate the project on the Browser. Then click on the
project and select the Attach @I icon from the top menu.

B HOpE

Project Attachment, Tab 1 Gallery

4 (prisndey) PRISM - Project WorkBench - [Project Attachment] =10l x|
B Bl Peports Widow  Hep =8l

mE i Yao BEE BLEE [alala

1. Gallary ]'z List

Show © Bl Imnges Documen s Pls|#|s| ®m|a&| @|D|EH|

S5

I #1 [Frimany) |

Site map

L]

Attachments may be usad ONLY for ion. i ion. or other non

Ot Hiire | S et e Dore

Morth Fork Restorstion Cascade Land Consenancy 213 R

When you first enter this screen, there are no documents to view. To attach a new document,
select the New |ﬁ| button. This will bring up the first screen of the Attachment Wizard.
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Attachment Wizard x|

Welcome to the Attachment wizard. Enter the reguirad information
and use the Next button to go to the next page in the wizard. Select
the Finish buttan to save changes. upload the file(s) and exitthe
wizard

Current Projectinformation

Project Nurnber: 03-1219

Project Name INDrth Fork Restaration

" Cancel | < Back | Desdt > | Finish |

Verify you have the correct project number and project name, and then select the Next
Hest >

button.

The second Attachment Wizard screen will allow you to select the document or photo to be
attached and start collecting metadata to determine what fields need to be completed.
1

Use the Find button to [ocate the file to attach,

| =

™ File cannat be attached; hardcopy or CD stared in project file.

Attachment Graup (Required)
Aftachment Type (Required,

Title (brief, meaningtul description of atachment)

’—Seaded file: infarmation

File Date: File Type:

File Size: (before conversion)

Cancel | < Back Dlext > | Finish |

Use the Find il button as you would any search process. Clicking on the Find button will
bring up a directory to search for the document or photo you plan to attach.

Attach Document 2lx|
Laokin: |aSa\mnn Creek j & [ A

[HDSCRO06. PG
(8 DSCNO06 5. PG
B DSCNO073.0P5
(87 DSCNO074. PG
[ DSCNO0TS. PG
|57 DSCNO076.1PG
8 DSCNO0T7.0PG
|57 DSCNO078.1PG
(8 DSCNO0TS. PG
|87 DSCNO0B0. PG
(8 DSCNO0B1. PG
B DSCNO082.0PG

@

Deskiop

File name I j Open |
Files oftype ISuppnnEd Files *.doc*jpg* poft* ppt* m:”‘m*wpd,j Cancel

2
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After selecting the item you wish to attach, you will be returned to the Attachment Wizard
screen. The file name will appear in the first text box.

The Attachment Group and Attachment Type fields each contain a dropdown list from which to
select an answer. Both of these fields are required. A title will appear in the next data field,
which you may change if you wish. Information about the file is displayed on the bottom
portion of the screen. Depending on the type of file selected, different screens will display.

Project Attachment Wizard (File Sehect x|

Lise the F

[FvTemp g T : :mll

I” Fila b chad: hardeopy or CO

Amachmart Group (Fequired)
[#pplicasion

-]
Amachment T% (Fequired)

Title (briak maanngul dascrpton of snachment)
[Selmen Creek

Selected file infarmaticn

Fila Duata: 01/01/2001 File Type: JPG
File Siza: 102 Kb
Cancal < Hack et > Finish

Select the Next ﬂ‘ button. For JPEG files, it will bring up the Image Preview screen.

Project Attachment Wizard (Image Preview x|

Sincayou have selected a jpeg e you have the aption of modiyi
the image bafore ataching it Croping and resizing can help reduce
the file size il the onginal 1% larger than 700KL. Other lools are also
available.

“ile Fresaluton 1024 768
Photo Tools: I

File Sice 172 kb

Cancel I M > | Fimish

If you would like to modify the JPEG file, select the Photo Tools button. This will bring up the
edit image screen.

=laix|
~Image Toolbox 1
& FillnWindow  © Actunl Sire
[rammgnes ]
Adjust Contrast
Crop
Ratize
Flip
Mirmar
| i |
Unda | Resat
OF. Cancel I
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On this screen, you can make a numb
Reset

select the Reset button. Once you are done with the photo, select the OK

er of changes to the photo. If you don’t like the changes,
ak.

button. If it was the wrong photo select the Cancel ﬂl button. This will return you to

the Project Attachment Wizard screen
the Photo Data screen.

Project Attachment Wizard (Photo Data) 5[

. Select the Next % button. This will bring up

Origin lm

Wiewpaint W

Timing lm
Date Taken [02022004 | Season [wiker 7|

Phato Paint Standing on large boulder on east shore of nver.:l
[where camera

was pointing) J
-

Cancel < Back Mest » Finish

Select from the dropdown box the origin of the photo, viewpoint, timing, and season. Type in

oL . Mext = L
the date taken and photo point, if applicable. Select the Next = button. This will
bring up the Clarifying Note screen.

£
Clarifying Note (if needed
This is & new photo for your review
Project
Select the worksite that this attachment pertains ta
(or select'All' it itis not specific to a worksite)
= = | Jan =
Cancel | < Back | Mext > | Finish |

If you need to describe the informati
Select the Project Worksite from the

on being provided, enter it in the Clarifying Note section.
dropdown box to attach an item to a specific worksite. If

you are just starting an application, there will not be a worksite to select. After a SRFB staff
member enters location information for this project, the worksite will appear in this section.

Select the Next ﬂ‘ button.

This will bring up the Photo Object screen.
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Project Attachment Wizard (Photo Object) 5[

Objects

CIBaee vt 1] Fpatian estoraton

[[] Beach nounshment [] Foad decommissioning//abandonment
[[] Bridge [ Rock weir control stiucture

[7] Bulkhead remaval gl

[[] Carcasz placement  [] Salmon habitat acquisition/eazement
Tide channel reconstiuction

O Tide gate removal

[] Diversion [ ater conveyance

[[] Engineered log jam  [] ' ater management

[] Fish ladder

[[] Fish screen

[[] Levee setback

[] Livestock exclusion fencing

[] Livestock stream crossing

[] Livestock water supply

[[] Log weir control structure

[ LD placement

[] Off-channel habitat

Cancel < Back Next » Finish

Click on all the Objects that are applicable to the attached photo. Select the Next M
button. This will bring up the Photo Activities screen.

Project Attachment Wizard (Photo Activities) 1'

Activities

[ Sssessment/study
[ In-stream construction
[] konitaring

[] Riparian plant installation

El |
[] Upland construction (no till, fencing)

Cancel < Back Mext > Finizh

Click on all the Activities that are applicable to the attached photo. Select the Next ﬂ‘
button. This will bring up the E-Mail Comment screen.
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Project Attachment Wizard (E-Mail Comment) x|

Optional commentto be included in email to IAC project manager.

[Will be submiting a final development report next week

Cancel | < Back | Blext > | Finish |

Add any information you would like to have transmitted to your Grant Manager. Select the Next

Mext > . . .
g button. This will bring up the Upload Message screen.
x|

Click Finish button to upload selected file to |AC saner, scan for
viruses. convertto pdfformat as nesded. and send email
notification 1o IAC Grant Manager if applicable

This could take several minutes if your network connection is slow.

Cancel < Back Hext > Finish

Select the Finish M button. This will bring up the Upload Progress screen.

Project Attachment Wizard (Upload Progress) x|

Upload Complete!

Cloze

Be patient. You are sending a photo over the Internet and it can be slow. If you find this
process is too slow for your connection, you can email the photo to your SRFB Grant Manager.
When the upload is complete, press Close and it will return you to the Gallery screen (Tab 1)
which gives you an overall view of your attachments.
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Screen Buttons

Project Attachment, Tab 1 Gallery

J_(prismdev) PRISM - Project WorkBench - [Project Attachment =1oix|
B e Reports Window Hep =1z
mE EER 0PE D@ @AAA
1. Gnllary Tetw
Show © Al Images  Documents Pls|#|®| ma|l RAID|®(3%|
=)
I #1 [Prmang) | [ w4 &
Attachments may be used ONLY for i ion. or othar i
Dlew = & e | it e
Mot Fork Festoralion Cascode Land Conservancy 031219 [ ]

To copy an attachment to your clipboard, first click on the item and then the Copy button.

To export an attachment to save on your computer, first click on the item and then the
Export button. You will then be given the option of where you want to save it.

View button gives a full screen view of selected attachment.

Add button allows user to attach another photo or document to current project.

|WDE®F

When this edit button is selected, an attachment detail screen appears with one to four tab
sections, depending on type of attachment. The user may make additions or changes that

pertain to the selected attachment on any or all of the screens. When finished, Save and
Close.

To view a summary of all the documents, photos, and graphics submitted for the project, click

on Tab 2 List.

Project Attachment, Tab 2 List

J_(prismdev) PRISM - Project workBench - [Project Attachiment =1olx|
il B Rgports Window  Hep =lm1x]
m E B[md BEE &R = ([AlAA
1. Gallery TI- List )
Show & All ' Imnges  Documents | &) &0 &%
# | AinchmeniTyps | Tila [ [ Usar |Shered|Raviewsd | Upload | =
1 Fhoto £ aEunng FatyD

4 Fhom
3 Maps

H

=

Dl I 5ove & P I

Morh Fork Hestorahon Cascode Land Conservancy 031213

i Qose

R A

To view all attachments, make sure the “All” button is selected. The “Shared” button is marked
after a SRFB Grant Manager has reviewed the document and made it available to all PRISM
users. Until it is marked, the document/photo/graphic can only be viewed by SRFB staff and the
organization and lead entity submitting the application. This screen will also tell the user if there

were any problems with the uploading process. The only data that can be entered on this
screen is in the Clarifying note section.

Page 29




XI.

Using the Project Checklist

Once an application has been submitted to the SRFB staff for review, the Grant Manager will
start completing an on-line checklist. This checklist contains information about required
elements of an application.

Click on the project and then select the Checklist icon from the top menu.

58 HEE SO0

An applicant cannot change any data on this screen, however it is a great tool for an applicant
to see a Grant Manager’s notes regarding an applicant’s completeness. Applicants may, from
time to time, receive letters and a checklist detailing the information contained on the screen.

Checklist (default view)

x
|1 -- Application j LI

|tester3|:|5 ¥ #

| Reguirement In o
Application Authorization | C
Praject Mame C
Funding Program C
Froject Type C
Applicant [nformation C

Contact [nformation C

C
C
C
C
C

Project Description

1AC Funding Reguest

bd atch

Morn-fAcg, Cogt Eztimate
Application Questionnaire

[Sp Ry R Ay R Ry RSy R A R Ry )

<]

=]
[ Mew I nﬁavel Xgeletel &h Frint |

The codes are: C = Item is complete; O = Item is missing; | = Item submitted is incomplete; N
= Item is not applicable for this application.

The checklist items are different for each grant program and different type of project
(acquisition, development, restoration, etc).
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To expand the screen to see all the text, select the ll button.

Checklist (expanded view)
Checklist

|1 - Application j |DEI-159?£D Klickitat Port of
|Bingen tarina Development Projec [V If box is checked, the Checklist is complete 07/f24,/2000

| B equirerent [in] Commett
Application Authonzation | C

Adopted Rezolution C

Legal Opinion M

Froject Hame C

Program./Froject Type C

Sponzor C

Contacts C

C

C

C

C

|+

Project Dezcnption 0k, but should be refined.
140 Funding Request
Spanzar Match

Moredieg. Cost E stimate

[ A R R T A R R AT R AL R TS

| ~| -Legend (Ist Column) — - Legend [Indicator Column)
| = |AC R ezponsibility C = Item iz Complete O =ltem iz Mizzing

S=Sponzor Responsibility| | | = ltem iz Incomplete M = Item iz Mot Applic.

&

[ Mew | nﬁavel Xgeletel &) Print |

To make the screen smaller again, select the él button.

The ol box is marked when all the data for the application has been completed. Once done,
select the Close Xl button located in the right top corner.
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XIl. Reports
There are a number of reports that will be of benefit to the applicant. Reports can be accessed

directly from many screens (Print @I button) or from the Menu

Wl Bl Reports Window Help |0 The Reports Menu brings up a list of reports that can be

generated from the system.

B Filz | Reports  Window  Help

Project Reparts:
L Agresment
hgreement - Listings  #

. application 4 Selected Project Reparts:
. iChecklist » ...Application Materials
...Evaluation k . 5 .

... Exception . roup ru:u:es.ses.. .

Fiscal . ..Garoup Application Materials
...aroup Incomplete Project Information
o Image Inventory 4

) ...IAC Board Repart
o Inspection 4 o

Listinms , ...Returned Application Letter
:::Miscnjaneuus v ... TechnicalfEvaluation Report
+vSchedules b Project Listings:

LSummaries L ...Application Description Repork
iwerage Unit Cost Report

[on Project Reports: £ . 2 )

) .Bwerage Unit Cost Detail
. Miscellaneous » i N :
...OrgfPersan v ..Returned Application Letter Repor
...Planning 4 Farms:
...Project Proposals L .. Application Autharization Form

...Cosk Estimate Worksheet

Select for the following reports:

I Application Authorization Form
The Application Authorization Form is available as a report to be used by sponsors. For
applicants with an on-line connection, the Application Authorization Form is printed, listing
the applicant’s projects and only requiring a signature.

I Application Materials
Application Materials is a menu selection consisting of 10 separate reports. These reports
make up the primary application reports and are grouped together on the reports menu
under Application Materials.

1 Application Project Summary
Application Project Summary contains key information about an application. It extracts
data from Application Data module, as well as information from the organization/person
screens. The Application Project Summary (and the cost estimate report) is the basis for
project review, technical review, evaluation, and Board review.
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I Non-Acquisition Cost Estimate
Non-Acquisition Cost Estimate reports on cost estimate information for development and
non-capital projects. It pulls information from the Application Data, Tab 5 Non-
acquisition Information screen.

I Acquisition Cost Summary
The Acquisition Cost Summary summarizes cost estimates for acquisition projects. It
pulls information from the Application Data, Tab 4 Acquisition Information screen.

I Acquisition Cost Details
The Acquisition Cost Detail is a detail report by parcel on cost estimates for acquisition
projects. It pulls information from the Application Data, Tab 4 Acquisition Information
screen. Typically, this report accompanies the Acquisition Cost Summary report.

I Description and Funding Information
Description and Funding Information reports the application description and summary
cost estimates. It pulls information from Application Data, Tab 3 Funding Request and
summary information from the Application Data, Tab 4 & 5, Cost Estimates screens.

I Applicant Information
Applicant Information reports on organizations and contacts for a project. It pulls
information from the Organization, Tab 1 and Person, Tab 5 screens.

I Project Worksite Information
Project Worksite Information reports on worksite data. It pulls information from the
Application Data, Tab 9 Location Information, including the pop-up Map, Area, and
Water screens.

I Miscellaneous Information
Miscellaneous Information reports permits and special program information for FARR,
NOVA/NRTP, and Salmon. It pulls information from the Application Data, Tab 10 Permits
and the Application Data, Tab 11 FARR, NRTP/NOVA and Salmon Information screens.
Depending on the program, different information will print on the report.

1 Application Questionnaire
Application Questionnaire reports the answers provided to the application questionnaire.
It pulls information from the Application Data, Tab 8 Questionnaire screen.

~.Listings

Select for the following reports:

I Browser Report
The Browser Report is useful to Grant Managers for the management of application
workloads. The Browser Report can be sorted and organized in the same way as the
Browser. These customized reports become useful in creating lists of projects in the
application statuses.
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I Project Funding/Listing by Location
A listing of projects by location either with or without associated funding information.

I Project Funding by Program
A listing of projects by program either with or without associated funding information.

I Salmon/Listing by Element; Lead Entity; Habitat Factor; Targeted Species

A variety of listing reports either with or without financial information for salmon related
projects.
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X11. Quick Steps

Following is a condensed version of instructions for Entering an Application for those who just
need a review.

On the PRISM browser screen, select the New Application button.

1.

10.

11.

12.

Tab 1 Basic Data. Type in Project Name. Select Funding Program (Salmon State
Projects) and Project Type. Use the Find button to locate the Project Sponsor and
designate as Primary, and the Contact Person and designate as Project Manager. If a
sponsor and/or contact person cannot be found, you will need to enter a new one by
selecting the Add button.

Tab 2 Description. Select an IAC Goal and Objective from the lists provided. Type in
a Project Description.

Tab 3 Funding. Enter amount of funds requested. Under Sponsor Match select the
type of match your organization will provide and the amount for each type of match.

Tab 4 Acquisition Info. Select Add New Property button and enter data on Property
Details screen. Save. On the summary screen, enter Administration Cost.

Tab 5 Non-Acquisition Info. Select Elements and Items from dropdown lists and
enter Quantity and Total Cost amounts. For some items, a short description is
required. Enter the Sales Tax and A&E Cost Estimate if the field is not grayed out.

Tab 6 Measurements. Enter numerical data in the Proposed Quantity field and any
additional information in the Notes section.

Tab 8 Questionnaire. Click on each question and type response in text box
provided.

Tab 9 Location. Enter driving directions and current landowner information.

Tab 10 Permits. Select permits needed from dropdown box. Add pertinent permit
information in text box.

Tab 11 Salmon Information. Select Targeted Species and Habitat Factors
Addressed from dropdown box and identify Primary for each. Enter Source information
in text fields.

Select SAVE, SUBMIT, and YES to release application to IAC. If any errors are
detected, you will receive an Incomplete Project Information message. Select YES to
view a detailed report of missing and/or incorrect information. Fix errors and repeat
SAVE and SUBMIT until application passes all edits.

Add Attachments (see Section X for step-by-step instructions of this new feature).
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